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摘   要 
在机关、企事业单位日常办公中，文件的管理是日常办公中最重要的部分，
尤其是机要文件的管理。机要文件的管理主要指涉密或重要纸质文件的登记、分
发、签收、流转、归档或清退，文件在从收取回来至归档或清退完毕的各个环节
都要有相应的信息采集需求，包含文件信息（文件要素）、经办人信息（签收记
录）和文件批示信息等。一个单位的文件档案库是单位最重要的资源之一，对机
关的办公和正常运作有着极其重要的意义。基于机要文件管理的重要性和工作的
繁琐性，如何快速地获取机要文件信息、有效地跟踪机要文件流转，是当前公文
管理中迫切需要解决的问题。 
论文对现有的公文运转模式、公文组成信息特点及公文二维条码进行了深入
的分析，阐明了开发过程中的实际困难和解决问题的过程，实现了基于.NET 平
台的机要文件管理系统。系统可利用通用识别设备，自动识别公文二维条码，对
文件信息进行自动采集，并通过跟踪公文条码，实现对公文的即时跟踪，解决在
公文办理过程中重复劳动量大，跟踪困难，查询困难，人工工作误差大等问题。
本系统具有通用性，能适用于大部分机关、企事业单位的机要文件管理。 
 
    关键词：.NET；机要文件；信息自动采集
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Abstract 
Document management is the most important part of office daily routine for all 
offices，businesses and independent non-profit institutions. The management of 
confidential documents mainly refers to the registration, distribution, signing，
circulation, filing or return of confidential or important documents. The need to 
collect information exists at every link from collecting ,filing to return, which should 
include information about the documents，the operator with signature and instructions 
of the document etc. The archive of an organization is one of the most important 
resources, which has a significant role in the office routine and running of the 
organization. Due to its importance and the complex nature of document management, 
it remains an urgent issue to access information of the confidential documents and 
track its circulation effectively. 
This thesis analyses in depth the operation mode，the characteristics of the 
component parts and the bar code of the document with an explanation of the 
difficulties of and the process of the solutions to them during the development of the 
system. The realization of the management of confidential documents based on 
the .NET platform enables the system to automatically identify bar code for 
documents through identification devices for general purposes and automatically 
collect documents’ information . By tracking the bar code of the documents, it can 
keeps an immediate record of the documents, thus solving the issues like repetitive 
work that requiring much labor , the difficulty of tracking and searching and also the 
possible errors caused by manual work. This system is applicable to most of the 
government offices, businesses and independent non-profit institutions. 
  
Key Words: .NET；Confidential Document；Automatic Collection of Information
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